DEPARTMENT OF PERSONNEL &
ADMINISTRATION

STATE ARCHIVES AND PUBLIC RECORDS
RECORDS DISPOSITION SCHEDULE

ARCHIVES
NO. 08-32

{ DEPARTMENT DIVISION SECTION
- Colorado Dept, of Public Water Quality Control ngipeering Unit PERMANENT &
Health and Environment Dyivision NON-PERMANENT 7
TEM DESCRIPTION RETENTION PERIOD SPECIAL
NG, . INSTRUCTIONS
i Wastewater (WW) site applications, ecord copy: Pormanent. No record shall be
subrmittal package and approval letter. Goes nto the site application fife. desiroved thal pertains
Duplicate: Rerain until no fonger needed then destroy. 10 aiy pending legal
canse, claim, aotion,
2. WW site location approvals (from ENG o Record copy: Permuanent. or audit. Al records
the swstem.) Duplicate: Retam untl no fonger needed then destroy, will be evaluated when
a destruction daie
CFPIVES B Ef{(.’l'ﬁ'.’i’.’.’?fﬂ(.’
Record copy: Keep 25 years then destroy, whether they seill have
k3 W process design report, Send to offsite storage immediately, adminisirative,
Duplicate: Retain until no longer needed then destroy. aperaiing, legal or
historical value that
ﬁaf:!{ @ IV wearrand reiining
4. WW process design approval letter from Record ses: Permanent. them longer. This
: Engineering Section (o the system. Dupticate: Retain until no longer needed then destrov. evaiuation will be
completed annually
| »  Records are
: 5 WW plans and specs and engineering Record copy: Keep 23 vears then destroy. created by
reports. | Send to offsite storage immediately. WOCD staft,
; Duplicate: Retain unttl no longer needed then destroy, syslems operaiors
& owners or thelr
{ COMTECIOTS.
§ 6. WW plans and specs approval letter from Record copy: Permanent. . Documents with
; ENG to the system, Duplicate: Retain untit no longer needed then destroy, pwsid or permis
numbers are filed
in thelr respective
files unless
: 7. Drinking water (D'W) plans and specs and Record copy: Keep 25 vears then destroy. otherwise noted in
: engineering repotis. Send to offsite storage immediately. the Retention
Duplicate: Retain until no longer needed then destroy. Period colums.
8. DW plans and specs engineering report Record copy: Permanent.
approval letters (from ENG to the svstem.) Duplicate; Retain antil no longer needed then destroy,

| request approval of the above records disposition schedule. Retention periods have been established by this agancy after careful
evaluation of all of the faclors listed in the Siate Records Management Policies and Procedures Manual. | hereby certify that | am
i authorized to act for the head of this agsncy in matters perfaining to disposal of records. | alse certify that | will comply with ali conditions
fisted in the Records Management Policies and Procedures Manual.
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DEPARTMENT OF PERSONNEL &
ADMINISTRATION

STATE ARCHIVES AND PUBLIC RECORDS
RECORDS DISPOSITION SCHEDULE

ARCHIVES
NO. 08-34

DEPARTMENT DEIVISION SECTION
Colorado Dept. of Public Water Cuatity Control Engineering Unit PERMANENT &
Health and Environment Dhivision NOM-PERMANENT 5
ITEM DESCRIPTION RETENTION PERIOD SPECIAL INSTRUCTIONS
NO. B
9. W msp : hecklist (Used by Record copy: Retam until no longer needed then
district engineer (DE) for onsite inspections.} desiroy, No record shall be
Goes m the mspector’s personal work file, desiraved that periging 1o
Duplicate: Retain untif no longer needed then desiroy. SRV e .mg fegad couge,
elaim, ae
records will be evaiuated
1y WW and IPW nspection letior and inspection Record copy: Permanant. wheit @ destruciion daie
report (from the Engineering Seetion to the Duplicate: Retamn untif no longer needed then destrov. arrivas 1o determing
svstem.) whether they sl have
aelminisirative, operating,
legard or historical valie
thal may warrail refaining
vor This
11 WW mspection checklist Record copy: Retain by inspecior umil no fonger mziwﬁmm will be
needed then destroy. compleled annuedhe.
Goes i the inspector’s personal work file,
Darplicate: Retain until no longer needed then destroy,
12, 401404 cervfication subdivision reviews Record copy: Keep 7 vears then destroy, :
{docs submitted by city/counties for Goes in the County File i
Engineering Section DE's comments) Duplicate: Retain untii no longer needed then destroy.
13, Spill reports, Record copy: Permanent.
H the spill is from a svstent with a permit or pwsid
number it goes in the respective file. I no number the
doc is filed in the Spill File. !
Dupticate: Retain until no longer needed then destroy,
135 County Files,
Documents with no pwsid or permit numbers. Record copy: Keep 7 vears then destroy,
These are correspondence & other related docs DPuphicate: Retain until no forger needed then destroy.
between WQCD staff and public,
| request approval of the above records disposition schedule. Retention periods have been established by this agency after carefy
evaluation of all of the factors listed in the Stale Records Management Policies and Procedures Manual | hereby certify that | am
authorized fo act for the head of this agency in matiers pertaining to disposal of records. | also certify that | will comply with all conditions
listed in the Records Management Policies and Procedures Manual.
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DEPARTMENT OF PERSONNEL &
ADMINISTRATION

STATE ARCHIVES AND PUBLIC RECORDS
RECORDS DISPOSITION SCHEDULE

ARCHIVES
NC. 08-32

{ DEPARTMENT | DIVISION SECTION ﬁ )
Colorado Dept. of Public | Water Quality Control Engineering Unit PERMANENT L3
Health and Environment Division NON-PERMANENT 4

ITEM DESCRIPTION RETENTION PERICD SPECIAL
NG, INSTRUCTIONS
S Record copy: Permunent.
funent Tracking database. Pruphicate: Retain until no longer needed then destroy,
Leport database. Na record shall be
C. cetion followuap database. destroyved that pertaing 1o
d. King water sampling progran. any pending legal cause,
¢, Histerical site apphication database. im, action, oF audit.
Al records will be
evaluated whesn a
{fé?,S'Ii‘Zi’L'(fs"(_)f? {j{?!’t’ arrives
E5 Prrinking and wastewater inspection plans in | Record copy: Keep 23 vears then destroy. 1 determine whetfier
database Duplicate: Retam until no fonger necded then destrov, they siitl hove
acfimisisirative,
operafing, legal ov
i6. Bimonthiy mspection agenda. Record copy: Keep 2 vears then destrov, fustorical vadue that moy
Dupticate: Retain until ne longer needed then destrov, warrani relainmg theim
fonger This evaluation
witl be completed
17 Drmbing swater sampling program letiers Record copy: Keep 12 vears then destrov. anrualiv.
Duplicate: Retam until no longer needed then destroy,
Inspection follow-up letters indicating Record copy: Permanent.
I8 violations andfor deficiencies. Dupbcate: Retain until no longer needed then destroy,
LLS. Forest Service / CDPHE WQUD Record copy: Keep 10 vears then destroy then destroy.
9. meeting notes. agendas and correspondence. | Duplicate: Retain until no longer needed then destroy.

| request approval of the above records disposition scheciuie Retention peraods ‘have been established by this agency after careful
evalustion of all of the factors listed in the State Records Management Policles and Procedures Manuai,
authorized fo act for the head of this agency in matters pertaining to disposal of records. | also certify that | will comply with all conditions
listed in the Records Management Policies and Procedures Manual.
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DEPARTMENT OF PERSONNEL &
ADMINISTRATION ARCHIVES

STATE ARCHIVES AND PUBLIC RECORDS NO. 08-32
RECORDS DIiSPOSITION SCHEDULE

"DEPARTMENT - DIVISION SECTION
Colerado Dept. of Public | Water Quality Control Engineering Unit FERMANENT B
Health and Environment | Division NON-PERMANENT =
ITEM DESCRIFTION RETENTION PERIOD SPECIAL
NO. INSTRUCTIONS
26 Organie Chemucal Monitoring Waiver Program Record copy: Pormarnent.
documents. alse known as; Watvers, Chemical Coes in drinking waier or permit file, l’muzlmm
monitoring waiver, valnerability use, volnersbility confidential imformation must be evalus
access. May conmin cenfidential mformation. o fling in the collection. I the document s
determined to be confidential # witl be noted on £
the decument and fled in a confidenual file by evaluated w.f« Je)
: persmt of pwsid number. destruciion dete arrives
‘ Praplicate: Retain until no fonger needed then ine whether
: destrov. siilf fave
administrarive,
| operaiing, legal or
; 21 w lechnoiogy yeviews approval fetier, Keep 13 vears then destroy, fistorieal vaiue thet oy
swarraRl retgining them
This evaluation
comprietad
22, Fial monitoring warver letter from WQOD 1o the Record copy: Permanent, /
svstern. Duplicate: Retain until no lopger needed then
destroy.
23, Corrosion control reatment approval documents for Record copy: Permanent.
svatemms thal exceed the lead and copper action tevel Duphicate: Retam until no longer needed then
limits, includes plans sent to WQCD, test data. plans | destroy,
and correspondence.
24, Drinking water aceds survey. Completed every 4 Record copy: Keep 14 vears then destroy.
vears o estimate the 20 vear needs by individual Duplicate: Retain untif no longer needed then
systems, the survey goes 1o the EPA. ENG keeps a destroy,
copy of the survey,
!

t request approval of the above records disposition schedule. Relention periods have been established by this agency after careful
evaluation of ali of the factors tisted in the State Records Management Policies and Procedures Manual. | hereby certify that | am
authorized to act for the head of this agency in matlers pertaining to disposal of records. | also cerlify that | will comply with all conditions
listed in the R?gords ?Aaﬂagement Policies and Procedures Manuatl,
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